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1 Utilizing Supplier Portal 

1.1 Supplier Portal 
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1.2 How to Register as a Supplier 

1.2.1 How to Register as a Supplier 
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1.2.2 How to Register as a Supplier 

 

 

This topic will demonstrate how to register as a 
supplier on Supplier Portal. 
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1. Click Register. 

 

2. Click Accept Terms and Conditions. 

 

3. Click Continue. 
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Enter Contact Information 

  

 

4. The User Name field is filled out. 
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5. The Password is entered. 

 

6. The Confirm Password field is entered. 
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7. The First Name field is filled out. 
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8. The Last Name field is filled out. 
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9. The Phone Number field is filled out. 
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10. The Email Address field is filled out. 

 

11. Click Continue. 
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Enter Company Information 

  

 

12. The Company Name field is filled out. 
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13. Click . 

 

14. Click the entry Federal Tax Idto select it. 
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15. The Tax Id field is filled out. 

 

16. The Address Line 1 field is filled out. 



 

 

 

Page 16 of 45 

© Frederick County Government  -  June 7, 2017 

 

17. Enter the City. 

 

18. Click . 



 

 

 

Page 17 of 45 

© Frederick County Government  -  June 7, 2017 

 

 
Select United States of America. 
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19. Clicking the entry United States of America selects it. 
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20. The State Province field is filled out. 



 

 

 

Page 20 of 45 

© Frederick County Government  -  June 7, 2017 

 

21. Enter the Postal Code. 



 

 

 

Page 21 of 45 

© Frederick County Government  -  June 7, 2017 

 

22. Click Check If Remit To Address Is The Same As Mailing 
Address. 

 

23. Click Continue. 
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Complete the Questions 

  

 

24. Click . 
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25. Clicking the entry Yes selects it. 
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26. Click Browse. 
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27. The File name field is filled out. 
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Enter is now pressed. 
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28. Click . 

 

29. Clicking the entry Yes selects it. 
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30. The Answer field is filled out. 
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31. Click Continue. 
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Select Commodity Codes 

  

 

32. Click Add. 
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33. Click Page Size to view more than 10 at once. 
  
**You can only add the codes that you are currently 
viewing. Flipping to the next page will unclick what came 
before it. 
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34. Click Next. 

 

35. Click the Commodity Code check box. 

 

36. Click the folder . 
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37. Click the Commodity Code check box . 
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38. Click the Commodity Code check box . 
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39. Click the Commodity Code check box . 
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Only click a three digit code or a five digit code. 
  
For example, I can click "073" or "073-32" but not 
both. 
Clicking a three digit code selects all of the five digit 
codes in the folder. 
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40. Use the Commodity Search field to search for a 
commodity code. 

 

41. Scroll down. 
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42. Click the Commodity Code check box . 
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43. Click the Commodity Code check box . 

 

44. Click the Commodity Code check box . 
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45. Click the Commodity Code check box . 

 

46. Click Attach To Contact. 
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47. Click Continue. 

 

 
Add Proxy Notifications 
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48. Click Add. 

 

49. Enter the First Name . 
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50. Enter the Last Name . 

 

51. Enter the Email Address. 
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52. Click Continue. 

 

53. Click Continue. 

 

54. Click Done. 
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This topic has demonstrated how to register as a 
supplier on Supplier Portal. 
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